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Introduction

You think faster than you type. That is not an opinion — it is a measurable fact.

The average professional types at 40 words per minute. A fast typist reaches 80. But you

think and speak at 150 words per minute or more. Every day, the gap between what your

brain produces and what your fingers can transcribe costs you hours of productive work.

Voice dictation closes that gap. It turns your spoken words into written text at the speed of

thought, directly inside whatever application you are already using. No copy-pasting. No

switching windows. No friction.

But raw dictation speed is only the starting point. The professionals who get the most from

voice dictation are the ones who master the shortcuts — the techniques that eliminate

pauses, reduce corrections, and let the words flow from idea to finished text in a single

pass.

These 10 shortcuts will transform how you work with text. Each one is practical, each one

works today, and together they will at least triple your effective writing speed.



Shortcut 1
The Global Hotkey
Dictate in any app without switching windows

The single most powerful feature of modern voice dictation is the global hotkey. Instead of

opening a dictation app, clicking a button, dictating, and then pasting the result, you hold

one key combination and start speaking directly into whatever window has focus.

How it works:

Hold the global hotkey. A small overlay appears. Speak. When you are done, release the

hotkey — your speech is transcribed and the text is inserted at your cursor position. That

is the entire workflow: hold, speak, release.

The default hotkey:

Mac & Windows: Shift+Tab  (customizable in Settings)

Use case:

You are writing a project update in your company's project management tool. Instead of

typing a three-paragraph status report, you hold the hotkey and speak the update

conversationally. It takes 45 seconds instead of four minutes.

Pro tip: The hold-to-speak model is intentional: it keeps you in control and prevents accidental

recordings. You can customize the hotkey in Settings to match your preferred workflow. Some

professionals bind it to a dedicated mouse button or to the Fn key.



Shortcut 2
Automatic Punctuation
Let the AI handle periods, commas, and question marks

New dictation users often worry about punctuation. They assume they need to say

"period" or "comma" aloud. With Weesper Neon Flow, you do not. The AI model analyzes

the natural rhythm and meaning of your speech and inserts punctuation automatically.

How it works:

Just speak naturally. The AI model recognizes sentence boundaries, pauses, and

intonation patterns. Periods, commas, and question marks appear in the right places

without you saying anything special.

What the AI handles automatically:

Punctuation How it works

Periods . Inserted at natural sentence endings

Commas , Inserted at natural pauses and list separations

Question marks ? Detected from rising intonation and question words

Capitalization First word after a period is automatically capitalized

Use case:

You dictate: "Hi Sarah I wanted to follow up on yesterday's meeting the timeline looks

good but I have two concerns"

Weesper produces: "Hi Sarah, I wanted to follow up on yesterday's meeting. The timeline

looks good, but I have two concerns."

Clean, properly punctuated text — in one pass, without saying a single punctuation

command.

Pro tip: Speak in complete sentences with natural pauses. The AI uses your pacing and

phrasing to decide where punctuation goes. If you rush through without pauses, the AI has

fewer cues. A natural, conversational rhythm produces the best results.



Shortcut 3
Formatting with Dictionary Rules
Add line breaks and paragraphs by voice

While the AI handles punctuation automatically, structural formatting — line breaks,

paragraph breaks, and tabs — requires your input. Weesper's Dictionary lets you define

trigger phrases that insert formatting codes after transcription.

How to set it up:

Go to Settings → Dictionary → Auto-Correct and add rules:

You say Dictionary rule You get

"new line" \n Line break

"new paragraph" \n\n Paragraph break

"tab indent" \t Tab character

Use case:

You are dictating meeting notes and say: "Action items new paragraph First, finalize the

budget new line Second, send the client proposal." The result is properly structured with

paragraph and line breaks — no manual formatting needed.

Pro tip: Choose trigger phrases that are easy to pronounce and unlikely to appear in normal

speech. Avoid single common words like "period" or "comma" as triggers — they will fire

during regular dictation. Multi-word phrases like "new paragraph" work best.



Shortcut 4
Shortcuts for Reusable Text
Insert boilerplate content with a single phrase

How many times a day do you write essentially the same message? Weesper's Shortcuts

feature turns repetitive text into instant expansions. Say a keyword, and a full block of

predefined text is inserted.

How it works:

Define a shortcut keyword in Settings. When you dictate the keyword prefixed with

"hashtag," Weesper expands it into the full predefined text.

Example shortcuts:

You say Weesper inserts

"hashtag email

pro"
Your professional email address

"hashtag

phone"
Your phone number

"hashtag follow

up"

"Thank you for your time today. As discussed, I will send over the proposal

by end of day. Please let me know if you have any questions."

"hashtag out of

office"

"Thank you for your message. I am currently out of the office and will return

on Monday. For urgent matters, please contact..."

Use case:

After a client call, you hold the hotkey and say "hashtag follow up." The complete follow-

up message appears instantly. What would take two minutes to type takes two seconds.

Pro tip: Start with your five most frequent messages. Track which emails and replies you write

repeatedly over one week, then create shortcuts for the top five. Most professionals find that

20% of their writing follows predictable patterns. Shortcutting that 20% can save 30 or more

minutes per day.



Shortcut 5
Multilingual Dictation
Work across 55+ languages

If you work across languages — drafting an email in English, then replying to a colleague

in French, then annotating a document in Spanish — Weesper Neon Flow supports 55+

dictation languages, all processed offline on your device.

How it works:

Choose your dictation language in Settings → Language before starting your session.

When you need to switch languages, change the setting and continue dictating. Each

language uses its own AI model, downloaded locally for offline use.

Use case:

You are writing meeting notes. The meeting is in English, but a colleague makes a point in

German that you want to capture verbatim. You switch the language setting to German,

dictate the quote, switch back to English, and continue your notes.

Pro tip: Download all the language models you use regularly during initial setup. This ensures

offline functionality works immediately, even without an internet connection. The language

switch takes just a few seconds in Settings.



Shortcut 6
Structured Meeting Notes
Capture key points without losing focus on the conversation

Taking notes during a meeting creates a split-attention problem. You are either listening or

writing, rarely both at the same time. Voice dictation during meetings lets you capture key

points by speaking brief summaries without disrupting your attention.

The technique:

Instead of trying to transcribe the full conversation, dictate short structured bursts

between discussion points. Hold the hotkey, speak a quick summary, release, and return

your attention to the meeting.

Effective meeting dictation pattern:

Start with: "Meeting with Sarah and Tom, March 20, product review"

For each agenda item: "Decision: launch date moved to April 15"

For actions: "Action: Mike will finalize the budget by Friday"

Close with: "Meeting ended at 3pm, next meeting Thursday"

Use case:

During a 30-minute product review meeting, you dictate six action items as they are

assigned, each with an owner and deadline. The meeting ends, and your notes are already

a usable summary — no need to spend 15 minutes reconstructing what was said from

memory.

Pro tip: Use short, structured phrases rather than trying to capture every word. Your goal is

decisions and actions, not a transcript. Each dictation burst should be 5–15 seconds — quick

enough that you do not lose track of the conversation.



Shortcut 7
Code Documentation by Voice
Dictate comments, commit messages, and docs without leaving your IDE

Developers spend a surprising amount of time writing words, not code. Comments,

docstrings, pull request descriptions, README files, Jira tickets. All of this is natural

language, and all of it can be dictated faster than typed.

What to dictate in your IDE:

Inline comments: Place cursor after //  or # , hold the hotkey, dictate the explanation

Docstrings: Dictate function descriptions, parameter explanations, return values

Commit messages: Dictate directly into the commit message input

PR descriptions: Dictate the summary, testing notes, and reviewer context

Documentation files: Dictate entire sections of READMEs and wikis

Use case:

You have just finished a complex function. Instead of spending two minutes typing a

docstring, you hold the hotkey and dictate the complete description. Forty seconds. Clean

documentation.

Pro tip: Dictation is especially effective for "rubber duck debugging." Explain your code out

loud as documentation, and you will often catch bugs in the process. Many developers report

that dictating their code comments leads to better-documented code because the friction of

writing is removed.



Shortcut 8
Faster Form Filling
Dictate values field by field

Forms are a particular pain point for keyboard-heavy workflows. Web forms,

spreadsheets, CRM entries, expense reports — they all require tabbing between fields and

typing short bursts of text. Dictation speeds up the typing part.

Technique for web forms:

1. Click or tab into the first field

2. Hold the hotkey, dictate the value, release

3. Press Tab to move to the next field

4. Repeat

You still navigate between fields using the keyboard or mouse — dictation replaces the

typing, not the navigation.

Use case:

You need to enter 20 expense line items into your company's expense reporting system.

By dictating each field value and tabbing between them, you complete the entire report in

five minutes instead of fifteen.

Pro tip: For repetitive data entry, combine form filling with Shortcuts. If you frequently enter

the same vendor names or expense categories, set up shortcuts for them. Saying "hashtag

standard lunch" can insert "Business lunch — client meeting" in the description field.



Shortcut 9
Dictating in Quiet Spaces
Practical tips for open offices and shared environments

One of the most common objections to voice dictation is: "I work in an open office." The

good news: you do not need to speak loudly. With the right setup, low-volume dictation

works remarkably well — especially with offline processing, which handles quiet audio

better than cloud engines.

Tips for effective low-volume dictation:

Enunciate consonants clearly — volume matters less than clarity

Use a directional microphone — a headset mic close to your mouth picks up quiet

speech much better than a laptop mic

Reduce background noise — close windows, use noise-isolating earbuds

Speak at a steady pace — rushing causes more errors at low volume

Use short dictation bursts — hold, speak one or two sentences, release, review

Use case:

You are sitting in a co-working space and need to draft a proposal. You put on your

headset, lower your voice to a conversational murmur, and dictate two pages of content.

Your neighbor does not notice. The transcription is accurate because the processing

happens locally on your device.

Pro tip: Invest in a good headset with a boom microphone or a lapel mic. The distance

between the microphone and your mouth is the single biggest factor in low-volume accuracy.

A $30 headset can make the difference between usable and unusable quiet dictation.



Shortcut 10
Batch Dictation for Long Documents
Chain multiple dictation bursts for reports and proposals

Writing long documents — reports, proposals, articles — is where dictation delivers its

most dramatic speed advantage. The key is to break long documents into manageable

segments and dictate section by section.

The batch dictation workflow:

1. Outline first: Type or dictate your heading structure (5 minutes for a 3,000-word

document)

2. Dictate section by section: Place your cursor under each heading, hold the hotkey, and

dictate that section

3. Take micro-breaks: 30 seconds between sections to review what you just dictated and

preview what comes next

4. Review in a final pass: Read through the complete document and make corrections

with the keyboard

Use case:

You need to write a 10-page quarterly business review. You outline the six sections in five

minutes. Then you dictate each section in 3–8 minutes, with 30-second review breaks.

Total dictation time: about 35 minutes. Total document: 3,200 words. The same document

would take 90 minutes or more to type.

Pro tip: Dictate your outline first, then expand each point. Starting with the structure gives you

a skeleton to flesh out. Structure first, detail second — but at three times the speed. Review

and formatting happen in the final pass.



Bonus: The Speed Advantage in Numbers

Voice dictation is not just a little faster than typing. The difference is substantial and

measurable.

Words Per Minute Comparison

Method Speed (WPM) Time for 1,000 words

Average typing 40 WPM 25 minutes

Professional typing 65–80 WPM 13–15 minutes

Top-tier typist 100–120 WPM 8–10 minutes

Voice dictation (beginner) 110–130 WPM 8–9 minutes

Voice dictation (practiced) 150–180 WPM 6–7 minutes

Dictation + shortcuts 170–200 WPM* 5–6 minutes

*Effective WPM accounts for the time saved by not pausing to format, correct, and navigate manually.

The Real Multiplier

For a professional who writes 3,000 words per day:

Method Daily writing time Annual time saved

Typing at 50 WPM** 60 min/day —

Dictation at 150 WPM 20 min/day 170+ hours/year

That is more than four full work weeks reclaimed every year.

**Benchmarked against 50 WPM rather than the 40 WPM average, to keep the comparison conservative.

Annual figure based on 255 working days.



Ready to Dictate 3x Faster?

You have the shortcuts. You have the techniques.

Now you need the tool.

Weesper Neon Flow is professional voice dictation software

that lets you dictate 3x faster than typing, 100% offline.

✓ 100% offline — Your voice never leaves your machine

✓ Works in every app — Email, Slack, IDE, browser — everywhere

✓ 55+ languages — Multilingual dictation with local AI models

✓ macOS & Windows — Native performance on both platforms

✓ Professional accuracy — State-of-the-art models running locally

Download Free — 15-Day Full Trial

No credit card required.

■ Download for macOS (Apple Silicon & Intel)

■ Download for Windows (Windows 10/11, x64)

weesperneonflow.ai/download

Weesper Neon Flow — Dictate at the speed of thought.

weesperneonflow.ai
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